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SSSEEERRRVVVIIICCCEEESSS   AAANNNDDD   AAASSSSSSIIISSSTTTAAANNNCCCEEE   

P.O. Box 40238 ♦1129 Washington St SE ♦Olympia, WA  98504-0238 

 
Washington State Archives and Records Management is a division of the Office of 
the Secretary of State.  The division operates under the provisions of Chapter 40.14 
RCW, the Public Records Act, which also regulates the disposition of all st ate and 
local government records. 

TECHNICAL ASSISTANCE 
The Division of Archives and Records Management provides technical advice and 
support for compliance with legal requirements and the development of systems for 
managing records.  The Division provides standards, guidelines and advice on 
records retention scheduling, micrographics, filing, information retrieval, essential 
records protection, disaster preparedness and recovery, records center operations, 
public disclosure, and records media. 

MICROFILM AND DOCUMENT CONSERVATION 
The Division of Archives and Records Management provides imaging production 
services on a charge-back basis, including source-document microfilming, output 
of digital information to microfilm, microfilm processing and duplication. 

 
The Division of Archives and Records Management is responsible for identifying, 
storing, preserving, and providing public access to state and local government 
records that have continuing historical value beyond their usefulness to the 
agencies which create them.   

DIVISION OF ARCHIVES AND RECORDS MANAGEMENT DIRECTORY  

http://www.secstate.wa.gov/archives/ 
MICROFILM & IMAGING SERVICES  - TELEPHONE: (360) 586-6232 FAX: (360) 664-8814 

RECORDS MANAGEMENT SERVICES -TELEPHONE: (360) 586-4902 FAX: (360) 586-0368 

STATE ARCHIVIST/DEPUTY STATE ARCHIVIST -  TELEPHONE: (360) 753-5485 FAX: (360) 664-8814 

STATE GOVERNMENT ARCHIVES - TELEPHONE: (360) 586-1492 FAX: (360) 664-8814 

STATE RECORDS CENTER - TELEPHONE: (360) 753-5468  FAX: (360) 586-9137    

        REFERENCE REQUEST (360) 753-5468 OR RECORDSCENTER@SECSTATE.WA.GOV 
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GGGEEENNNEEERRRAAALLL   IIINNNFFFOOORRRMMMAAATTTIIIOOONNN   

PUBLIC RECORDS DEFINED 
Public records are recorded information, regardless of physical form.  The term 
“public records” applies to any paper, correspondence, form, bound volume, film, 
magnetic medium, drawing or other document, regardless of form or physical 
characteristics, that has been created or received by any state agency during the 
course of public business (40.14.010 RCW Preservation and Destruction of 
Public Records).  All public records are required to be maintained and disposed 
of by state agencies in accordance with the provisions of 40.14 RCW. 
 
All records maintained in electronic format are included in the definition of a 
“public record” and are governed under the terms of the Preservation and 
Destruction of Public Records act. 
 
E-mail is a means of sending or receiving information, not a type of record.  
Information generated or received on an e-mail system needs to be managed 
according to the informational content  of the message.  (See Appendix C.) 

STATE RECORDS COMMITTEE 
“It shall be the duty of the records committee to approve, modify, or disapprove 
the recommendations on retention schedules of all files of public records…” 
(40.14.050 RCW).  The State Records Committee is comprised of the State 
Archivist and representatives of the Office of the Attorney General, Office of 
Financial Management and the Office of the State Auditor.  

ARCHIVES AND RECORDS MANAGEMENT DIVISION (ARMD) 
ARMD was established by Chapter 40.14 RCW to provide centralized records 
management services to state and local governments.  It is responsible for 
assisting government agencies to comply with Washington State's laws 
pertaining to the creation, maintenance and disposal of public records.   

STATE AGENCY RECORDS OFFICERS 
All state agency records officers have a fundamental responsibility to develop a 
comprehensive records management program.  Beyond meeting an agency's 
business needs, a well designed program contains three basic goals: 1) to fulfill 
legal mandates and responsibilities; 2) to store records in the most efficient and 
cost-effective manner possible; and 3) to assure access, protection, and security 
to the documentary history of government (RCW 40.14.040). 
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GGGEEENNNEEERRRAAALLL   IIINNNSSSTTTRRRUUUCCCTTTIIIOOONNNSSS   

CUSTODY AND DISPOSITION OF STATE AGENCY RECORDS 
Public records must be retained in the custody of the office of record and may be 
destroyed or transferred only in accord with records retention schedules that 
have been approved by the State Records Committee.  Agencies are 
encouraged to move their inactive records out of more expensive office space to 
the State Records Center for significant storage cost savings while the records 
await the expiration of their retention periods. 

TRANSFER OF RECORDS TO THE STATE ARCHIVES 
Records designated as “Archival” on the State General Schedule must be 
transferred to the custody of the State Archives at the end of the retention period.  

AUTHORITY 
The State Records Committee may approve and issue records retention 
schedules that give state agencies the authority to dispose of or transfer 
commonly held types of public records.  The State General Schedule defines 
records by governmental function rather than by record type.  Consequently, in 
some cases several “types” of records may be grouped together under one 
description that encompasses a particular function. 
 
Some agencies may choose to keep some records longer than the designated 
retention period for administrative or other purposes.  Those records are 
disclosable under the terms of the Public Disclosure Act and are subject to the 
legal process of discovery for the entire period for which they are retained.  

RETENTION PERIOD 
The retention periods stated in the State General Schedule are the legal 
minimum that the law, regulation or official policy of the state will allow. 
 
If an agency has a need to retain a records series for a time period other than 
that stated in the State General Schedule, the agency records officer must 
submit a request to the State Records Committee and provide sufficient 
justification for the deviation.  
 
The State General Schedule column entitled "Retention Period - Official Copy" 
refers to each agency's primary copy and gives the appropriate agency retention.  
For some series, the series description will state that a specific agency has 
responsibility for the primary copy.  In these instances, the described column 
reflects how long other state agencies need to retain their copies. 
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MODIFICATION AND ADDITIONS 
Agencies may not alter or modify State General Schedule items unilaterally.  
Proposed changes and additions to the State General Schedule may be 
submitted to the State Records Management Office, where they will be reviewed 
on a periodic basis. 

PREVIOUS VERSIONS OF THE STATE GENERAL SCHEDULE 
This State General Schedule supersedes all previous versions.  Retention 
changes to any series will be electronically updated at the State Records Center.  
Any boxes stored under a revised State General Schedule series will have their 
destruction dates recalculated according to the revised retention period.  
 
In this 2001 revision of the State General Schedule, all the records series are 
dated as to their original or revised approval dates at the end of each series 
description.  Series new to this specific edition will be noted as such in the same 
manner.  The numbered edition and date is annotated at the bottom right-hand 
corner of each page. 

DISPOSITION AUTHORITY 
The State General Schedule provides blanket authority for the disposition of 
records series that it contains.  These series should not appear on an agency’s 
unique retention schedule.  

RECORDS COPIES 
The State General Schedule reflects the retention and disposition of the primary 
record regardless of media.  Copies (regardless of media) used for specific legal, 
fiscal, or administrative purposes may be retained either using the retention for 
the primary copy or scheduled separately if a different retention is required.  
Copies of these documents preserved only for convenience of reference or 
informational purposes may be discarded when no longer needed.  (See GS 50 
for additional authority regarding copies.) 

AGENCY UNIQUE RECORDS 
The State General Schedule does not attempt to cover records unique to 
particular agencies or to agency programs.  Records retention schedules for 
such records must be submitted separately to the State Records Committee via 
the State Records Management Office. 

CUT OFF 
Unless otherwise noted, the beginning of the retention period (the cut off) is the 
date of the record.  
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SSSTTTAAATTTEEE   GGGEEENNNEEERRRAAALLL   SSSCCCHHHEEEDDDUUULLLEEESSS   

Fiscal and Accounting Operations 
Budget, Allotments and Expenditures 
Contracts 
Central Payroll Accounting 

GS 01  

Agency Financial Reporting System 
AFRS 
CAFR 

GS 02  

Personnel and Payroll Records GS 03  
Audits and Examinations GS 04  
Public Affairs and Public Disclosure GS 05  
Purchasing Records GS 06  
Travel Records  GS 07  
Telecommunications GS 08  
General Office Operations  GS 09  
Executive Level Administrative Records GS 10  
Records Management Records GS 11  
Forms Management GS 12  
Mail Services GS 13  
Information Services GS 14  
Publication and Duplication Services  GS 15  
Property Management Records GS 16  
Electronic Mail (E-Mail) (See Appendix C) GS 17  
Legal Files GS 18  
Legislative Relations GS 19  
Affirmative Action GS 20  
Facilities Management  GS 21  
State Employee Training GS 22  
Grants Management GS 23  
Real Property Management GS 24  
Administrative Materials with No Retention Value       GS 50 
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IIINNNDDDEEEXXX   

-A- 
 
Access Files, System Users........................................................ GS 14012 
Accident Reports (Injury Claims)................................................. GS 03015 
Accounts Payable, Distribution of ................................................ GS 01007 
Accounts Receivable ................................................................. GS 01016 
Activity and Status Reports, Budget ............................................. GS 01045 
Administrative Files, Fiscal Office................................................ GS 01015 
Administrative Materials With No Retention Value......................... GS 50 
Administrative Planning and Project Working Files ........................ GS 09006 
Administrative Policies and Procedures ........................................ GS 10002 
Administrative Records, Executive............................................... GS 10 
Administrative Studies and Operational Plans, Major ..................... GS 10001 
Administrative Subject Files and General Documentation ............... GS 10003  
Affirmative Action Annual Reports ............................................... GS 20002 
Affirmative Action Grievance Files ............................................... GS 20004 
Affirmative Action Plans, Policies, Procedures, Agency-Wide.......... GS 20001 
Affirmative Action Subject Files ................................................... GS 20003 
Affirmative Action ................................ ................................ ...... GS 20 
AFRS....................................................................................... GS 02 
AFRS, Posted to -, Journal Vouchers ........................................... GS 02007  
Agency Credit Card Usage or On-Line Ordering  
Back-Up Documentation............................................................. GS 01018 
Agency Financial Reporting System ............................................ GS 02 
Agency Fiscal Policies and Procedures ........................................ GS 01014 
Agency Reduction in Force Files ................................................. GS 03019 
Agency Reduction in Force Plan ................................................. GS 03018 
Agency Request Legislation........................................................ GS 19001 
Agency Rules and Regulations for Employees .............................. GS 03020 
Agency-Wide Affirmative Action Plans, Policies and Procedures ..... GS 20001 
Aggregate Data (Summary of Extracted Data Files)....................... GS 14022 
Allocation Planning Files, Space ................................................. GS 21006 
Allotment Preparation System, The (TAPRPT) .............................. GS 02011 
Allotment Reports, Monthly (MCP)............................................... GS 02005 
Allotments ................................................................................ GS 01042 
Allotments and Expenditure Ledger ............................................. GS 01043 
Amendments (Legislative Bill Files) ............................................. GS 19002  
Annual and Biennial Reports....................................................... GS 10010 
Annual Bid Bonds (Vendor Bonds) .............................................. GS 06006 
Annual Leave (Attendance Records)............................................ GS 03030 
Annual Reports, CAFR............................................................... GS 02021 
Appeals to the Personnel Appeals Board................................ ...... GS 03004 
Application (Personnel Record Folder) ......................................... GS 03001 
Application (Volunteer Files)....................................................... GS 03017 
Applications and Permits – Periodical Mail (2nd Class).................... GS 13005 
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Applications Development, Systems and ................................ ...... GS 14001 
Applications/Resumes Received – Not Interviewed ....................... GS 03022 
Appointment Books, Routine Telephone Logs, Calendars .............. GS 09011 
Appointment Calendars, E-Mail - See Calendars 
Appointment Records, Official ..................................................... GS 10012 
Appraisals, Land ....................................................................... GS 24001 
Architectural Drawings (Building & Equipment  
Repair and Replacement Records).............................................. GS 21008 
Architectural Drawings  
(Physical Plant Maintenance and Operation, etc.).......................... GS 21003 
Archival Records (Record Transmittal Forms) ............................... GS 11001 
Asset Depreciation Report .......................................................... GS 16002 
Assets Inventory Files, Fixed ................................ ...................... GS 21001 
Assets, Capital (Management System (CAMS)) ............................ GS 16008 
Attendance (Personnel Record Folder) ........................................ GS 03001 
Attendance Records .................................................................. GS 03030 
Attorney General's Case Files -Agency Copy................................. GS 18004 
Attorney General Letters ............................................................ GS 18002 
Attorney General Opinions ......................................................... GS 18001 
Attorney General Records .......................................................... GS 18 
Audit Reports of Examination -Agency Copy, State Auditor ............. GS 04003 
Audit Trail Files ......................................................................... GS 14020 
Audits and Examinations ............................................................ GS 04 
Audits, Internal, Working Papers and Reports............................... GS 04001 
Audits, Management (Reports of Routine Planning and Studies) ..... GS 09007 
Audits, Non-Fiscal 
(Administrative Planning and Project Working Files) ...................... GS 09006 
Automated Logs (Computer Usage Files) ..................................... GS 14013 
Award Ceremony Documentation (Employee Suggestion Program) . GS 09013 
Award, Employee Appreciation/Recognition Ceremonies or ............ GS 03021 
Awards (Employee Suggestion Program) ..................................... GS 09013 
 

-B- 
 
Bank Statements (Banking Records) ........................................... GS 01013 
Banking Records ....................................................................... GS 01013 
Bid Bonds (Vendor Bonds) ......................................................... GS 06006 
Bid, Invitation To ....................................................................... GS 06004 
Bids (Network Implementation Project Files) ................................. GS 14034 
Bids File, Unsuccessful .............................................................. GS 06007 
Biennial Budget Proposal (Budget Preparation Working Files) ........ GS 01040 
Biennial Reports, Annual and ................................ ...................... GS 10010 
Bill Analysis Reports (Agency Request Legislation) ....................... GS 19001 
Bill Drafts (Legislative Bill Files)................................................... GS 19002 
Billing Statements (Accounts Receivable)..................................... GS 01016 
Billings Made/Payments Received (Revenue Reports) ................... GS 01011 
Blank, Unnumbered Forms 
(Administrative Materials w/ no Retention Value) ........................... GS 50001 
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Bonds, Vendor .......................................................................... GS 06006 
Brainstorm/Team Incentive Program (TIP) Documentation ............. GS 09012 
Budget Activity and Status Reports.............................................. GS 01045 
Budget Planning Process (Budget Preparation Working Files) ........ GS 01040 
Budget Preparation Working Files ............................................... GS 01040 
Budget Proposals (Budget Preparation Working Files) ................... GS 01040 
Budgets (Capital and Operating Budgets)..................................... GS 01041 
Budgets, Operating (Capital and Operating Budgets)..................... GS 01041 
Building and Equipment Repair and Replacement Records ............ GS 21008 
Bulk Rate Mailing, Statement of .................................................. GS 13008 
Bulletins (Agency Fiscal Policies and Procedures)......................... GS 01012 
Bulletins, Internal and External, Newsletters and ........................... GS 05004 
 

-C- 
 
CAF – Financial Balances and Other Information .......................... GS 02020 
CAFR Annual Reports................................................................ GS 02021 
CAFR Reports.......................................................................... GS 02020 
CAFR ................................ ................................ ...................... GS 02 
Calendars, Appointment Books, Routine Telephone Logs ............... GS 09011 
Calendars, Executive ................................................................. GS 10008 
Camera-Ready Copies and Printing Masters ................................ GS 15004  
CAMS Capital Assets Management System ................................. GS 16008 
Capital and Operating Budgets ................................................... GS 01041 
Capital Assets Management System (CAMS) ............................... GS 16008 
Capital Projects – Construction Documentation............................. GS 21010 
Case Files-Agency Copy, Attorney General's ............................... GS 18004 
Cash Receipts (Revenue Ledger)................................................ GS 01010 
Cash Receipts Journal Summary ................................................ GS 01008 
Certificate of Mailing (Mail Pickup and Delivery Records) ............... GS 13001 
Certified Mail (Mail Pickup and Delivery Records).......................... GS 13001 
Change Orders (Capital Projects – Construction Documentation..... GS 21010 
Charge-Back Files (Computer Usage Files) .................................. GS 14013 
Charts (Administrative Planning and Project Working Files) ............ GS 09006 
Check Registers (Banking Records) ............................................ GS 01013 
Chemical Use 
Material Safety Data Sheets [MSDS] or Allowed Substitute Record . GS 09017 
Circuit Installation and Service Files, Network or ........................... GS 14031 
Circuit Inventories, Network ........................................................ GS 14030 
Claims Warrant Register ............................................................ GS 01003 
Claims, Eye Injuries ................................................................... GS 03016 
Claims, Injury ............................................................................ GS 03015 
Classification Questionnaires (Position Files) ................................ GS 03010 
Clear Lists, Deeds, Patents ........................................................ GS 24008 
Clock Hour Credits, Employee Training/ ....................................... GS 03007 
COD Mail (Firm Mailing Book)..................................................... GS 13010 
Code Books (Data Documentation) .............................................. GS 14003 
Combined Annual Financial Reports............................................ GS 02 
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Commodities and Parts Inventories, Supplies, .............................. GS 16004 
Commodities, Parts Disbursement Records, Supplies, ................... GS 16005 
Compensatory Time (Attendance Records) .................................. GS 03030 
Complaints (Grievance Files)................................ ...................... GS 03003 
Complaints, Personnel - Upheld .................................................. GS 03005 
Complaints, Personnel, Exonerated............................................. GS 03006 
Complaints, Policy or Procedural................................................. GS 09016 
Compliance Reports (Grants Received by State Agencies)............. GS 23004 
Computer Audits (Audit Trail Files) .............................................. GS 14020 
Computer (Data Documentation) ................................................. GS 14003 
Computer Data Files Extracts (Summary of Extracted Data Files) ... GS 14022 
Computer Data (Input Documents) .............................................. GS 14016 
Computer Dictionary Reports (Data or Database Dictionary Reports)GS 14025 
Computer Help Desk Logs and Reports ....................................... GS 14029 
Computer Job Run Files............................................................. GS 14017 
Computer (Network Circuit Inventories)........................................ GS 14030 
Computer Network Installation and Service Files ........................... GS 14031 
Computer Print Files .................................................................. GS 14019 
Computer Program Documentation.............................................. GS 14005 
Computer (Program Listings and Source Codes)........................... GS 14004 
Computer Run Scheduling Records ............................................. GS 14015 
Computer Scratch Reports ......................................................... GS 14024 
Computer Services (Information Services).................................... GS 14 
Computer (Site and Equipment Support Files) .............................. GS 14026 
Computer (Software Review Files) .............................................. GS 14028 
Computer (System and Database Backup Files) ........................... GS 14011 
Computer Conversion 
(Operating System Hardware Conversion Plan) ............................ GS 14009 
Computer System Disaster Plans 
(Disaster Preparedness & Recovery Plans) .................................. GS 14010 
Computer (System Documentation) ............................................. GS 14008 
Computer (System Specifications) ............................................... GS 14002 
Computer (System User Access Files)......................................... GS 14012 
Computer (Systems and Applications Development)...................... GS 14001 
Computer (Test Data Files)......................................................... GS 14006 
Computer (Training Course Information) ................................ ...... GS 14027 
Computer Usage Files ............................................................... GS 14013 
Computer Usage Report, Summary ............................................. GS 14014 
Computer Valid Transaction Files ................................................ GS 14017 
Computers - also See Data Processing, Information Services  
Condemnations of Land ............................................................. GS 24006 
Constituent Correspondence (Legislative Correspondence) ............ GS 19003 
Construction Documentation, Capital Projects............................... GS 21010 
Contingency Plans (Year 2000 Project File).................................. GS 14034 
Contract Documents, Purchasing ................................................ GS 06005 
Contracts for Purchase, Purchased Services, Leases or Rentals..... GS 01050 
Contracts, Escrow ..................................................................... GS 01052 
Contracts, Microfilm Services ................................ ...................... GS 11002 
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Contracts, Personal Service........................................................ GS 01051 
Contracts, Pre-signed 
(Contracts for Purchases, Services, Leases or Rent als) ................ GS 01050 
Conversion Documentation (Year 2000 Project Files) .................... GS 14035 
Conversion Planning (Year 2000 Project File) ............................... GS 14034 
Copies of Correspondence, etc. (Reading or Day Files) ................. GS 09004 
Copies of Reports, Studies, Articles, Minutes  
(Office Reference Files )..............................................................  GS 09002 
Copies, Undistributed or Extra 
(Administrative Materials with no Retention Value) ........................ GS 50001 
Copy Center Requests (Vendor Payment Files) ............................ GS 01004 
Copy Machine Activity Logs (Duplicating Service Job Logs)............ GS 15005 
Correspondence Files, Gener al................................................... GS 09 
Correspondence, E-Mail - See Correspondence 
Correspondence, General .......................................................... GS 09005 
Correspondence, Legislative....................................................... GS 19003 
Correspondence, Official ............................................................ GS 10007 
Course Information Records ....................................................... GS 22001 
Course Registration Processing Records ..................................... GS 22002 
Credit Card Usage or On-Line Ordering Back -Up Documentation,  
Agency ..................................................................................... GS 01018 
Credit Cards, Reports for Individual Employee Travel .................... GS 01017 
Credits, Employee Training/Clock Hour........................................ GS 03007 
Customer Service Agreement ..................................................... GS 08003 
 

-D- 
 
Daily Cash Listings (Revenue Ledger) ......................................... GS 01010 
Daily Reports (DWP, DZOTHER) ................................................ GS 02003 
Data Base Files, Test................................................................. GS 14006 
Data Circuit Service  
(Telecommunications Service and Order Request) ........................ GS 08001 
Data Documentation .................................................................. GS 14003 
Data Element Attribute Reports 
(Data or Database Dictionary Reports) ......................................... GS 14025 
Data Element Dictionaries (Data Documentation) .......................... GS 14003 
Data Entry Logs (Computer Usage Files) ..................................... GS 14013 
Data or Database Dictionary Reports........................................... GS 14025 
Data Processing - Also See Computers (Information Services) 
Data Processing Operating Procedures ....................................... GS 14007 
Data Processing Unit's Copies of Output Reports.......................... GS 14021 
Data Processing Unit’s Copies of Output Reports.......................... GS 14021 
Database Backup Files, System and ........................................... GS 14011 
Database Dictionary Reports, Data or .......................................... GS 14025 
Day Files, Reading or ................................................................ GS 09004 
DBMS Files (Valid Transaction Files)........................................... GS 14018 
Deeds, Patents, Clear Lists ........................................................ GS 24008 
Delivery Slips (Mail Pickup and Delivery Records)......................... GS 13001 
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Deposit Slips (Banking Records) ................................................. GS 01014 
Depreciation Ledger (Asset Depreciation Reports) ........................ GS 16002 
Depreciation Reports, Asset ....................................................... GS 16002 
Destruction (Scratch) Reports ..................................................... GS 14024 
Destruction Lists (Record Disposal Notices) ................................. GS 11005 
Dictionary Reports, Data or Database.......................................... GS 14025 
Directive (Agency Fiscal Policies and Procedures) ........................ GS 01014 
Directives, Formal (Administrative Policies and Procedures)........... GS 10002 
Disaster Preparedness and Recovery Plans ................................. GS 14010 
Disbursement Records, Supplies, Commodities and Parts.............. GS 16005 
Disbursement Vouchers (Warrant Register Summary) ................... GS 01001 
Disposal Notices, Record (Record Disposition Notice) ................... GS 11005 
Disposed Property Reports (Surplus Property Disposition Records) . GS 16003 
Distribution Lists (Office Reference Files) ..................................... GS 09002 
Distribution Lists, E-Mail, (See Electronic Mail).............................. Appendix C 
Distribution of Accounts Payable ................................................. GS 01007 
Distribution of Payroll and Related Costs................................ ...... GS 01062 
Doctors’ Reports (Injury Claims) .................................................. GS 03015 
Drafts (Administrative Planning and Project Working Files) ............. GS 09006 
Drafts (Administrative Materials with no Retention Value) ............... GS 50 
Drafts, Preliminary 
(Administrative Materials with no Retention Value) ........................ GS 50001 
DRS - Disbursement Reporting System Reports ........................... GS 02009 
DTR9 –In-Process Reports......................................................... GS 02002 
DTR-TAS Reports ..................................................................... GS 02001 
Duplicating Service Job Files ................................ ...................... GS 15005 
 

-E- 
 
Electronic Mail .......................................................................... Appendix C 
E-Mail ................................ ................................ ...................... Appendix C 
Employee Appreciation/Recognition Ceremonies or Awards ........... GS 03021 
Employee Attendance Records ................................................... GS 03030 
Employee Files (Personnel Record Folders) ................................. GS 03001 
Employee Information File - Supervisor's Copy ............................. GS 03024 
Employee, Misconduct (Personnel Complaints, Exonerated) .......... GS 03006 
Employee Pay Status (Payroll Files)............................................ GS 03031 
Employee Performance Evaluations ............................................ GS 03002 
Employee Position Files ............................................................. GS 03010 
Employee Recognition/Appreciation Ceremonies or Awards ........... GS 03021 
Employee Recruitment ............................................................... GS 03012 
Employee Rules and Regulations, Agency ................................... GS 03020 
Employee Suggestion Program................................................... GS 09013 
Employee Training Course Records (Course Information Records) . GS 22001 
Employee Training Course Registration 
(Course Reg. Processing Records) .............................................. GS 22002 
Employee Training History Files .................................................. GS 22003 
Employee Training/Clock Hour Credits......................................... GS 03007 
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Employee Travel Credit Cards, Reports for Individual .................... GS 01017 
Employment Dates (Payroll Files – Retirement Verification) ............ GS 03032 
Employment Verification Documents, I-9 Forms or ........................ GS 03036 
Encumbrance and Liquidation Records ........................................ GS 01005 
Engineering Drawings 
(Building & Equipment Repair/Replacement, etc)........................... GS 21008 
Engineering Plans (Physical Plant Maintenance and Operation, etc.)GS 21003 
Equipment and Furniture Inventories ........................................... GS 16001 
Equipment Depreciation Reports (Asset Depreciation Reports)....... GS 16002 
Equipment Fuel  Consumption Report  
(Physical Plant Systems Monitoring And Inspection Records)......... GS 21007 
Equipment Maintenance and Repair Records ............................... GS 16006 
Equipment Repair and Replacement Records, Building and ........... GS 21008 
Equipment Requests, Supply and................................................ GS 06001 
Equipment Service Histories (Site and Equipment Support Files) .... GS 14026 
Equipment Support Files, Site and............................................... GS 14026 
Escrow Agreements................................................................... GS 01052 
Essential, Records Schedules -................................................... GS 11009 
Essential Records (Record Transmittal Forms) ............................. GS 11001 
Evaluations (Presentation/Training Development Files).................. GS 22004 
Examination Report, Internal Audit, Final Audit.............................. GS 04002 
Examinations, Agency Copy, State Auditor’s Report of................... GS 04003 
Examinations, Audits and ........................................................... GS 04 
Executive Calendars .................................................................. GS 10008  
Executive Direction, Papers of .................................................... GS 10005 
Execut ive Level Administration Files ............................................ GS 10 
Executive Order  
(Major Administrative Studies and Operational Plans) .................... GS 10001 
Expenditure Ledger, Allotment and.............................................. GS 01043 
Expenditure Ledger, Program ..................................................... GS 01044 
Expenditures (General Ledger) ................................................... GS 01009 
Exposure Records  
(Mat erial Safety Data Sheets [MSDS] or Allowed Substitute Record)GS 09017 
Extracted Data Files, Summary of ............................................... GS 14022 
Eye Injuries, Injury Claims .......................................................... GS 03016 
 

-F- 
 
Facilities HVAC Systems 
(Physical Plant Systems Monitory & Inspection) ............................ GS 21007 
Facilities Management ............................................................... GS 21 
Facility Maintenance Work Orders, Files and Logs ........................ GS 21002 
Facility Management Subject Files .............................................. GS 21009 
Federal Expenditures (Time Keeping/Time and Effort) ................... GS 03035 
Federal Revenues and Expenditures – FED ................................. GS 02020 
Field Orders (Vendor Payment Files)........................................... GS 01004 
Final Examination Reports 
(St. Auditor’s Reports of Exam. Agency Copy) ............................... GS 04003 
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Financial Reports, Daily ............................................................. GS 02003 
Financial Reports, Monthly......................................................... GS 02005 
Financial Reports, Weekly.......................................................... GS 02004 
Finding Aids, Indexes and Tracking Systems ................................ GS 14023 
Firm Mailing Book ................................ ................................ ...... GS 13010 
Fiscal and Accounting Operations ............................................... GS 01 
Fiscal Instructions (Agency Fiscal Policies & Procedures) .............. GS 01014 
Fiscal Notes (Legislative Bill Files)............................................... GS 19002 
Fiscal Office Administration Files................................................. GS 01015 
Fiscal Policies and Procedures, Agency....................................... GS 01014 
Fixed Assets Inventory Files ....................................................... GS 21001 
Fixed Equipment Inspections Reports  
(Physical Plant Systems Monitoring And Inspection Records)......... GS 21007 
Floor Plan Layout (Space Allocation Planning Files) ...................... GS 21006 
Flowchart (Technical Program Documentation) ............................. GS 14005 
Form History Files ..................................................................... GS 12001 
Form Inventory Files .................................................................. GS 12003 
Form Order Requests ................................................................ GS 12002 
Forms, Blank, Unnumbered  
(Administrative Materials With No Retention Value) ....................... GS 50001 
Formal Directives (Administrative Policies and Procedures) ............ GS 10002 
Formal Opinions (Attorney General Opinions) ............................... GS 18001 
Forms Management Program Subject Files .................................. GS 12004 
Forms Management................................................................... GS 12 
Furniture Inventories, Equipment and........................................... GS 16001 
 

-G- 
 
Garnishments (Payroll Reports) .................................................. GS 03033 
General Correspondence ........................................................... GS 09005 
General Documentation, Administrative Subject Files and ............. GS 10003 
General Ledger Accounts (DTR9 – In-Process Reports)................. GS 02002 
General Ledger Interface............................................................ GS 16002 
General Ledger ......................................................................... GS 01009 
General Office Meetings, Minutes and Files of .............................. GS 09009 
General Office Operations .......................................................... GS 09 
General Records Retention Schedules ......................................... GS 11004 
General Requests for Information................................................ GS 05002 
Goods and Services  
(Contracts for Purchases, Purchased Services, Leases or Rentals) . GS 01050 
Governing Body Meeting Files and Minutes .................................. GS 10004 
Grant Awards (Grants Received by State Agencies) ...................... GS 23004 
Grants Issued by the State – Applications Denied ......................... GS 23002 
Grants Issued by the State – Program Files .................................. GS 23003 
Grants Issued by the State - Successful Application Admin. Files .... GS 23001 
Grants Management .................................................................. GS 23 
Grants Received by State Agencies............................................. GS 23004 
Graphics and Visual Resources .................................................. GS 15007 
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Grievance Files ......................................................................... GS 03003 
Grievances Files, Affirmative Action............................................. GS 20004 
 

-H- 
 
Handicapped (Reasonable Accommodation Files)......................... GS 03011 
Hardware Conversion Plans, Operating Systems .......................... GS 14009 
Hazardous Chemical 
(Material Safety Data Sheets [MSDS]or Allowed Substitute Record) GS 09017 
Help Desk Telephone Logs and Reports ................................ ...... GS 14029 
 

-I- 
 
I-9 Forms or Employment Eligibility Verification Documents............ GS 03036 
Imprints, Statement of Mailing with Permit .................................... GS 13009 
Indexes and Tracking Systems, Finding Aids, ............................... GS 14023 
Individually Employee Travel Credit Cards, Reports of ................... GS 01017 
Informal Attorney General Opinions (Attorney General Letters) ....... GS 18002 
Information, General Requests for ............................................... GS 05002 
Information-Only Copies  
(Administrative Materials With No Retention Value) ....................... GS 50001 
Information Services .................................................................. GS 14 
Information Services - also See Computers, Data Processing 
Injury Claims............................................................................. GS 03015 
Injury Claims, Eye ..................................................................... GS 03016 
In-Process Reports, DTR9.......................................................... GS 02002  
Input Documents....................................................................... GS 14016 
Insurance Plans (Payroll Files).................................................... GS 03031 
Interagency Agreements (Microfilm Services) ............................... GS 11002 
Interagency Agreements and Contracts (Revenue Reports)............ GS 01011 
Interagency Agreements 
(Contracts for Purchases, Purchased Services, Leases or Rentals.. GS 01050 
Interagency Billing (Vendor Payment Files)................................... GS 01004 
Intermediate Files, Work or......................................................... GS 14017 
Internal Audits, Final Audit or Examination Report ......................... GS 04002 
Internal Audits, Working Papers and Reports................................ GS 04001 
Internal Revenue Reports (Payroll Reports) .................................. GS 03033 
Internet Usage (Network Usage Files).......................................... GS 14023 
Interview Documentation (Employee Recruitment)......................... GS 03012 
Intra-agency Agreements  
(Contracts for Purchases, Purchased Services, Leases or Rentals.. GS 01050 
Inventories, Equipment and Furniture........................................... GS 16001 
Inventories, Supplies, Commodities and Parts .............................. GS 16004 
Inventory Documentation, Records .............................................. GS 11010 
Inventory Files, Fixed Assets ................................ ...................... GS 21001 
Inventory, Land......................................................................... GS 24003 
Invitation to Bid......................................................................... GS 06004 
Invoice Vouchers (Vendor Payment Files) .................................... GS 01004 
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IRS – IRS 100-IRS 110 Reports.................................................. GS 02010 
IRS Information (Payroll Files)..................................................... GS 03031 
IRS Reporting Forms ................................................................. GS 01019 
IRS Reports (Payroll Reports)..................................................... GS 03033 
 

-J- 
 
Job Files, Publication ................................................................. GS 15003 
Job Specifications ..................................................................... GS 03008 
Journal Summary, Cash Receipts................................................ GS 01008 
Journal Vouchers – Posted to AFRS ............................................ GS 02007 
Journal Vouchers ................................ ................................ ...... GS 01006 
 

-K- 
 
 

-L- 
 
L & I Injury Claims (Injury Claims) ................................................ GS 03015 
L & I Quarterly Reports (Payroll Reports)................................ ...... GS 03033 
L & I Forms (Volunteer Files) ................................ ...................... GS 03017 
L & I Quarterly Reports (Payroll Reports)................................ ...... GS 03033 
Labor Union Relations File ......................................................... GS 09014 
Labor, Union Contracts .............................................................. GS 09015 
Land Acquisition Documentation ................................................. GS 24004 
Land Administration Files ........................................................... GS 24002 
Land Appraisals........................................................................ GS 24001 
Land, Condemnations of ............................................................ GS 24006 
Land Patents (Deeds, Patents, Clear Lists)................................... GS 24008 
Lands Inventory ........................................................................ GS 24003 
Land Titles (Deeds, Patens, Clear Lists)....................................... GS 24008 
Land, Condemnations of ............................................................ GS 24006 
Land Escheated to the State....................................................... GS 24005 
Lawsuit Documentation  
(Attorney General's Case Files-Agency Copy) ............................... GS 18004 
Lease Files............................................................................... GS 21005 
Leases 
(Contracts for Purchases/Purchased Services, Leases or Rentals) .. GS 01050 
Leases (Tenant Records)........................................................... GS 21004 
Leave (Personnel Record Folder)................................................ GS 03001 
Ledger, Allotments and Expenditure ............................................ GS 01043 
Ledger, General ....................................................................... GS 01009 
Ledger, Program Expenditure ..................................................... GS 01044 
Ledger, Revenue....................................................................... GS 01010 
Legal Files ................................................................................ GS 18 
Legal Issues Files ................................ ................................ ...... GS 18003 
Legislation, Agency Request....................................................... GS 19001 
Legislative Bill Files ................................................................... GS 19002 
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Legislative Committee Reports (Agency Request Legislation)......... GS 19001 
Legislative Contact Reports ........................................................ GS 19005 
Legislative Correspondence........................................................ GS 19003 
Legislative Relations .................................................................. GS 19 
Liquidation Records, Encumbrance and....................................... GS 01005 
Lobbying Reports (Public Disclosure Report) ................................ GS 19004 

 
-M- 

 
Machine Language Instructions (Program Listing and Source Code) GS 14004 
Mail Pickup and Delivery Records ............................................... GS 13001 
Mail Services Subjec t Files ......................................................... GS 13002 
Mail Services ............................................................................ GS 13 
Mailing Book, Firm..................................................................... GS 13010 
Mailing Permits  
(Applications and Permits – Periodical Mail (2nd Class)).................. GS 13005 
Mailing Permits (Statement of Mailing Second Class Publications) .. GS 13006 
Mailing Permits (Statement of Mailing with Permit Imprints)............ GS 13009 
Mailing Second Class Publications, Statement of .......................... GS 13006 
Mailings, Statement of Bulk Rate................................................. GS 13008 
Maintenance and Repair Records, Equipment .............................. GS 16006 
Maintenance and Repair Records, Motor Vehicle.......................... GS 16007 
Maintenance Log (Technical Program Documentation) .................. GS 14005 
Major Administrative Studies and Operational Plans ...................... GS 10001 
Management Reporting System (MRS)........................................ GS 02008 
Manuals (Equipment Maintenance and Repair Records ................. GS 16006 
Master Job Cards ................................ ................................ ...... GS 15002 
Master Job Log......................................................................... GS 15001 
Material Safety Data Sheets (MSDS) or Allowed Substitute Record. GS 09017 
Meeting Files And Minutes, Governing Body ................................. GS 10004 
Meeting Files and Minutes, Governing Body ................................. GS 10004 
Meeting Minutes (Minutes and Files of General Office Meetings)..... GS 09009 
Meeting Minutes, Recordings of ................................................. Appendix A 
Meeting Schedules ( Executive Calendars)................................... GS 10008 
Meter Reading  
(Physical Plant Systems Monitoring & Inspection Records) ............. GS 21007 
Meter Readings, Postage .......................................................... GS 13003 
Microfilm Records (Record Transmittal Forms).............................. GS 11001 
Microfilm Services ..................................................................... GS 11002 
Minority and Women's Business Enterprise Reports (QWP) ........... GS 02006 
Minutes and Files of General Office Meetings ............................... GS 09009 
Minutes and Files of Policy-Setting Meetings ................................ GS 09010 
Miscellaneous Payroll Deductions (Payroll Files)........................... GS 03031 
Miscellaneous Payroll Deductions (Payroll Deduction Register) ...... GS 01061 
Monitoring and Inspection Records, Physical Plant ........................ GS 21007 
Monitoring Reports (Legislative Bill Files) ..................................... GS 19002 
Monthly Approved Allotment and Revenue Reports – MAP............. GS 02005 
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Monthly Combined Approved and Adjusted Allotment Reports - MCP 
(Monthly Report) ....................................................................... GS 02005 
Monthly Financial Statement Reports – MFS (Monthly Report)........ GS 02005 
Monthly General Ledger Trial Balances – SWM............................ GS 02005  
Monthly Reports (MAP, MFS, MCP, MTR, SWM) .......................... GS 02005 
Monthly Treasurer Accounting System Reports - MTR ................... GS 02005 
Monthly Working Paper Reports- MWP........................................ GS 02005 
Motor Vehicle Maintenance and Repair Records ........................... GS 16007 
MRS – Management Reporting System........................................ GS 02008 
MSDS (Material Safety Data Sheets or Allowed Substitute Record) . GS 09017 

 
-N- 

 
Negatives (Graphics and Visual Resources) ................................. GS 15007 
Negotiation Files (Union Labor Contracts) .................................... GS 09014 
Network Circuit Inventories ......................................................... GS 14030 
Network Implementation Project Files .......................................... GS 14034 
Network or Circuit Installation and Service Files ............................ GS 14031 
Network Services  
(Telecommunications Service and Order Requests)....................... GS 08001 
Network Usage Files .................................................................. GS 14032 
Network Usage Reports ............................................................. GS 14033 
Network Working Diagrams (Network Implementation Project Files) GS 14034 
News Releases  
(Administrative Subject Files and General Documentation) ............ GS 10003 
Newsletters and Bulletins, Internal and External ............................ GS 05004 
Newspaper Clippings  
(Admin. Subject Files & General Documentation) .......................... GS 10003 
Non-Appropriated Items (Distribution of Accounts Payable)............ GS 01007 
Administrative Materials with no Retention Value........................... GS 50 
Notices (Agency Fiscal Policies and Procedures) .......................... GS 01014 

 
-O- 

 
Office Meetings, Minutes and Files of, General ............................. GS 09009 
Office Policies And Procedures, Routine General .......................... GS 09001 
Office Reference Files ................................................................ GS 09002 
Official  Appointment Records ................................ ...................... GS 10012 
Official Correspondence............................................................. GS 10007 
On-Line Ordering Back-Up Documentation, Agency Credit  
Card Usage or .......................................................................... GS 01018 
On-The-Job Trainee Files........................................................... GS 03023 
Operating Budgets, Capital and................................................... GS 01041 
Operating Procedures, Data Processing....................................... GS 14007 
Operating System Hardware Conversion Plans ............................. GS 14009 
Operational Plans, Routine ......................................................... GS 09008 
Orders (Agency Fiscal Policies and Procedures)........................... GS 01014 
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Organization Charts 
(Admin. Subject Files and General Documentation) ....................... GS 10003 
Output Reports, Data Processing Unit’s Copies of ......................... GS 14021 
Ownership, Management and Circulation, Statement of ................. GS 13007 
 

-P- 
 
Papers of Executive Direction ..................................................... GS 10005 
Parts Disbursement Records, Supplies, Commodities and.............. GS 16005 
Parts Inventories, Supplies, Commodities and .............................. GS 16004 
Password Files (System Users Access Files)................................ GS 14012 
Patents, Clear Lists, Deeds ........................................................ GS 24008 
Payable/Receivable Relationship – PAY ................................ ...... GS 02020 
Payment and Performance Bonds (Vendor Bonds)........................ GS 06006 
Payroll and Related Costs, Distribution of..................................... GS 01062 
Payroll Certification (Payroll Reports)........................................... GS 03033 
Payroll Deduction Registers........................................................ GS 01061 
Payroll Distribution and Related Costs ......................................... GS 01062 
Payroll Files – Retirement Verification.......................................... GS 03032 
Payroll Files.............................................................................. GS 03031 
Payroll Records ......................................................................... GS 03 
Payroll Register ......................................................................... GS 01060 
Payroll Reports ......................................................................... GS 03033 
Payroll Registers, Year-to-Date .................................................. GS 01063 
Performance Evaluations, Employee ........................................... GS 03002 
Performance Notes (Employees Information File-Supervisor's Copy)GS 03024 
Periodical Mail (2nd Class), Applications and Permits – .................. GS 13005 
Personal Holidays (Attendance Records) ..................................... GS 03030 
Personal Messages  
(Administrative Materials with no Retention Value) ......................... GS 50001 
Personal Service Contracts ........................................................ GS 01051 
Personnel Activities Summary (Personnel Reports)....................... GS 03009 
Personnel Board, Appeals to the ................................................. GS 03004 
Personnel Complaints - Upheld................................................... GS 03005 
Personnel Complaints, Exonerated.............................................. GS 03006 
Personnel New Hire (Personnel Reports) ..................................... GS 03009 
Personnel Non-Permanent Tracking (Personnel Reports)............... GS 03009 
Personnel Position Changes (Personnel Reports) ......................... GS 03009 
Personnel Position Costs (Personnel Reports) .............................. GS 03009 
Personnel Record Folders .......................................................... GS 03001 
Personnel Records .................................................................... GS 03 
Personnel Reports..................................................................... GS 03009 
Personnel Under-fill/Over-fill/Multi-fill (Personnel Reports) .............. GS 03009 
Photographs (Graphics and Visual Resources) ............................. GS 15007 
Physical Plant Maint enance and Operations, Reference  
Drawings & Files ....................................................................... GS 21003 
Physical Plant Systems Monitoring and Inspection Files................. GS 21007 
Pickup Slips (Mail Pickup and Delivery Records)........................... GS 13001 
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Planning and Project Working Files, Administrative ....................... GS 09006 
Planning and Studies, Reports of Routine .................................... GS 09007 
Plans, Major Administrative Studies and Operational ..................... GS 10001 
Policies and Procedures, Administrative ....................................... GS 10002 
Policies and Procedures, Agency Fiscal....................................... GS 01014 
Policies and Procedures, Routine General Office .......................... GS 09001 
Policy or Procedural, Complaints................................................. GS 09016 
Policy-Setting Meetings, Minutes and Files of ............................... GS 09010 
Position Files ............................................................................ GS 03010 
Postage Due Bill (Record of Postal Charges)................................ GS 13004 
Postage Meter Records.............................................................. GS 13003 
Postal Charges, Record of ......................................................... GS 13004 
Preliminary Drafts  
(Administrative Materials With No Retention Value) ....................... GS 50001 
Presentation Materials (Training Files - General Public) ................. GS 05007 
Presentation/Training Development Files ..................................... GS 22004 
Pre-signed Contracts 
(Contracts for Purchases, Purchased Services, Leases or Rentals) . GS 01050 
Press Releases ......................................................................... GS 05003 
Print Files Not Used to Document a Transaction ........................... GS 14019 
Printing (Master Job Cards)........................................................ GS 15002 
Printing (Master Job Logs).......................................................... GS 15001 
Printing Graphics and Visuals Resource Files ............................... GS 15007 
Printing (Publication Job Files).................................................... GS 15003 
Printing Masters, Camera-Ready Copies and ............................... GS 15004 
Printing Requisitions (Vendor Payment Files) ............................... GS 01004 
Printing Services Subject Files  
(Publication and Duplication Subject Files).................................... GS 15006 
Printing Services (Publication and Duplication Services) ................ GS 15 
Printouts (Print Files Not Used to Document a Transaction) ............ GS 14019 
Procedural Complaints, Policy or................................................. GS 09016 
Procedural Instructions (Agency Fiscal Policies and Procedures) .... GS 01014 
Procedures Manuals (Administrative Policies and Procedures) ....... GS 10002 
Production Activity Logs (Duplicating Service Job Files) ................. GS 15005 
Program Code (Technical Program Documentation) ...................... GS 14005 
Program Expenditure Ledger ................................ ...................... GS 01044 
Program Listing and Source Code ............................................... GS 14004 
Project Design Plans  
(Administrative Planning and Project Working Files) ...................... GS 09006 
Project Working Files, Administrative Planning and ....................... GS 09006 
Proofs (Publication Job Files)................................ ...................... GS 15003 
Property Disposal Requests........................................................ GS 06003 
Property Disposition Record, Surplus ........................................... GS 16003 
Property Management Records ................................................... GS 16 
Public Affairs and Public Disclosure............................................. GS 05 
Public Disclosure Act, Requests and Appeals ............................... GS 05001 
Public Disclosure Reports........................................................... GS 19004 
Public Disclosure, Public Affairs and ............................................ GS 05 
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Public Information Office, Administrative Files............................... GS 05006 
Public Information Office, Subject Files ........................................ GS 05005 
Public Training Files - General .................................................... GS 05007 
Public Works Projects (Public Works Requisitions)........................ GS 01012 
Public Works Requisitions .......................................................... GS 01012 
Publication and Duplication Subject Files ..................................... GS 15006 
Publication and Duplication Services ........................................... GS 15 
Publication Graphics (Graphics and Visuals Resources) ................ GS 15007 
Publication Job Files .................................................................. GS 15003 
Publications, Stocks of  
(Administrative Materials with no Retention Value) ........................ GS 50001  
Published Materials  
(Administrative Materials with no Retention Value) ........................ GS 50001 
Purchase Authority ................................................................... GS 06002 
Purchase Contracts  
(Contracts for Purchases/Purchased Services. Leases ) .................. GS 01050 
Purchase Orders (Vendor Payment Files) .................................... GS 01004 
Purchase Requisitions (Vendor Payment Files)............................. GS 01004 
Purchased Services, Contracts for Purchase, Leases or Rentals..... GS 01050 
Purchasing Contract Documents ................................................. GS 06005 
Purchasing Records .................................................................. GS 06 
 

-Q- 
 
Quality Improvement Documentation ........................................... GS 10011 
Quarterly Report of Wages ......................................................... GS 01064 
Questionnaires (Administrative Planning and Project Working Files) GS 09006 
QWP – Quarterly Reports........................................................... GS 02006 
 

-R- 
 
Reading or Day Files ................................................................. GS 09004 
Real Property Management ........................................................ GS 24 
Reallocation Documentation (Position Files) ................................. GS 03010 
Reallocations (Position Files)................................ ...................... GS 03010 
Reasonable Accommodation Files ............................................... GS 03011 
Receipts (General Ledger) ......................................................... GS 01009 
Receivable/Payable Relationship – REC ................................ ...... GS 02020 
Reconciliation Statements (Banking Records) ............................... GS 01013 
Record of Postal Charges........................................................... GS 13004 
Record Transmittal Forms .......................................................... GS 11001 
Recordings of Meeting Minutes ................................................... Appendix A 
Records Center Requests  
(Requests for Return of Records From the State Records Center) .. GS 11006 
Records Disposition Notices ....................................................... GS 11005 
Records Inventory Documentation............................................... GS 11010 
Records Management Policies and Procedures ............................ GS 11008 
Records Management Program Subject Files ............................... GS 11007 
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Records Management Records ................................................... GS 11 
Records Retention Schedules – Agency Specific........................... GS 11003 
Records Retention Schedules – General ................................ ...... GS 11004 
Records Schedules – Essential .................................................. GS 11008 
Recruitment, Employee .............................................................. GS 03012 
Reduction in Force (RIF) Files, Agency ........................................ GS 03019 
Reduction in Force (RIF) Plan, Agency ........................................ GS 03018 
Reference Files, Office............................................................... GS 09002 
Refunds (Claims Warrant Register) ............................................. GS 01003 
Registrants’ Roster (Course Registration Processing Records) ....... GS 22002 
Registration (Course Information Records) ................................... GS 22001 
Regulations (Agency Fiscal Policies and Procedures) .................... GS 01014 
Regulations (Washington Administrative Code), Rules and ............ GS 10009 
Rentals 
(Contracts for Purchases, Purchased Services, Leases or Rentals) . GS 01050 
Rented Facility (Tenant Record) .................................................. GS 21004 
Re-organizational Plans (Major Admin. Studies & Operational Plans)GS 10001 
Repair Records, Equipment Maintenance and .............................. GS 16006 
Reports of Routine Planning and Studies ..................................... GS 09007 
Reports, Annual and Biennial ................................ ...................... GS 10010 
Requests for Return of Record from State Records Center ............. GS 11006 
Requisition, Public Works ........................................................... GS 01012 
Requisitions, Purchase (Vendor Payment Files) ............................ GS 01004 
Research Materials  
(Administrative Planning and Project Working Files) ...................... GS 09006 
Resume (Personnel Record Folder)............................................. GS 03001 
Resumes Received – Not Interviewed, Applications/...................... GS 03022 
Retirement Verification, Payroll Files – ........................................ GS 03032 
Retirement Verification, (Payroll Register) .................................... GS 01060 
Return of Records From State Records Center, Requests For ........ GS 11006 
Revenue Allotments (Budget Activity and Status Reports).............. GS 01045 
Revenue Ledger........................................................................ GS 01010 
Revenue Reports ................................ ................................ ...... GS 01011 
RFP’s (Grants Received by State Agencies) ................................. GS 23004 
Routine General Office Policies and Procedures ........................... GS 09001 
Routine Operational Plans .......................................................... GS 09008 
Routine Planning and Studies, Reports of .................................... GS 09007 
Routine Requests (Transitory Administrative Files)........................ GS 09003 
Routing Slips (Administrative Materials With No Retention Value) ... GS 50001 
Rules (Agency Fiscal Policies and Procedures)............................. GS 01014 
Rules and Regulations (Washington Administrative Code) .............. GS 10009 
 

-S- 
 
Salary Dates (Payroll Files – Retirement Verification) .................... GS 03032 
Samples (Publication Job Files) .................................................. GS 15003 
Savings Bond Sign-ups/Deposits (Payroll Reports)........................ GS 03033 
Savings Bonds (Payroll Reports) ................................................. GS 03033 
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SCAN Account Detail Report ................................ ...................... GS 08004 
SCAN System Authorization Requests......................................... GS 08002 
Scratch Reports, Destruction ................................ ...................... GS 14024 
Sealed Bids (Invitation to Bid) ..................................................... GS 06004 
Second Class Applications and Permits – Periodical Mail ............... GS 13005 
Second Class Publications, Statement of Mailing .......................... GS 13006 
Security Logs (System Users Access Files) .................................. GS 14012 
Selective Certifi cation Documentation (Position Files).................... GS 03010 
Service Files, Network or Circuit Installation and ........................... GS 14031 
Shared Leave ........................................................................... GS 03034 
Sick Leave (Attendance Records)................................................ GS 03030 
Site and Equipment Support Files................................................ GS 14026 
Slides (Graphics and Visual Resources)....................................... GS 15007 
Software Review Files ................................................................ GS 14028 
Source Code, Program Listing and .............................................. GS 14004 
Space Allocation Planning Files .................................................. GS 21006 
Specifications, Systems ............................................................. GS 14002 
Speeches and Writings .............................................................. GS 10006 
State Auditor’s Report of Examinations, Agency Copy ................... GS 04003 
State Employee Training ............................................................ GS 22 
State Vehicle Usage Reports ................................ ...................... GS 07003 
Statement of Bulk Rate Mailing ................................................... GS 13008 
Statement of Mailing Second Class Publications ........................... GS 13006 
Statement of Mailing with Permit Imprints ..................................... GS 13009 
Statement of Ownership, Management and Circulation .................. GS 13007 
Statistics (Administrative Planning and Project Working Files)......... GS 09006 
Statistics (Quality Improvement Documentation) ........................... GS 10011 
Status Reports, Budget Activity and............................................. GS 01045 
Stenographic Notes or Tapes (Recording of Meeting Minutes)........ Appendix A 
Strategic Plans  
(Major Administrative Studies and Operational Plans) .................... GS 10001 
Studies, Reports of Routine Planning and .................................... GS 09007 
Studies and Operational Plans, Major Administrative ..................... GS 10001 
Subject Files and General Documentation, Administrative .............. GS 10003 
Summary Computer Usage Report .............................................. GS 14014 
Summary of Extracted Data Files ................................................ GS 14022 
Supervisor's Copy, Employee Information File .............................. GS 03024 
Supplies, Commodities and Parts Disbursements Records ............. GS 16005 
Supplies, Commodities and Parts Inventories ............................... GS 16004 
Supply and Equipment Requests................................................. GS 06001 
Supply Requests (Fiscal Office Administrative Files)...................... GS 01015 
Surplus Property (Fixed Assets Inventory Files) ............................ GS 21001 
Surplus Property Records (Property Disposal Request) ................. GS 16003 
Surveys  (Administrative Planning and Project Working Files)......... GS 09006 
Surveys (Reports of Routine Planning and Studies)....................... GS 09007 
System and Database Backup Files ............................................ GS 14011 
System Backup (Data Processing Operating Procedures).............. GS 14007 
System Change Notices (Technical Program Documentation) ......... GS 14005 
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System Documentation .............................................................. GS 14008 
System User Access Files .......................................................... GS 14012 
Systems and Applications Development....................................... GS 14001 
Systems Specifications .............................................................. GS 14002 
 

-T- 
 
Tape Library (Data Processing Operating Procedures)................... GS 14007 
TAPRPT – The Allotment Preparation System .............................. GS 02011 
TAS Reports, DTR ..................................................................... GS 02001  
Team Incentive Program (TIP) Documentation, Brainstorm/............ GS 09012 
Technical Program Documentation .............................................. GS 14005 
Telecommunications Customer Service Agreements ..................... GS 08003 
Telecommunications Service and Order Requests......................... GS 08001 
Telecommunications .................................................................. GS 08 
Telecommuting Agreements (Personnel Record Folder)................. GS 03001 
Telephone Logs (General Requests for Information) ...................... GS 05002 
Telephone Logs and Report, Help Desk....................................... GS 14029 
Telephone Logs, Routine, Calendars, Appointment Books.............. GS 09011 
Telephone Message Slips (Transitory Administrative Files) ............ GS 09003 
Telephone Messages  
(Administrative Materials with no Retention Value) ........................ GS 50001 
Telephone Service  
Telecommunications Service and Order Requests)........................ GS 08001 
Tenant Records ........................................................................ GS 21004 
Test Database Files ................................................................... GS 14006 
Test Planning (Year 2000 Project File)......................................... GS 14034 
Time Keeping/Time and Effort ..................................................... GS 03035 
TIP (Team Incentive Program (TIP) Documentation, Brainstorm/).... GS 09012 
To-Do Lists (Executive Calendars) .............................................. GS 10008 
Tracking Systems, Finding Aids, Indexes and ............................... GS 14023 
Trainee Files, On-The-Job.......................................................... GS 03022 
Training Course Information........................................................ GS 14027 
Training Development Files, Presentation/.................................... GS 22004 
Training Files - General Public.................................................... GS 05007 
Training History Files, Employee ................................................. GS 22003 
Training Materials (Presentation/Training Development Files)......... GS 22004 
Training Materials (Quality Improvement Documentation) ............... GS 10011 
Training Plan (Position Files) ................................ ...................... GS 03010 
Training, State Employee (Course Information Records) ................ GS 22001 
Transitory Administrative Files .................................................... GS 09003 
Transmittal Forms, Record ......................................................... GS 11001 
Transmittal Memos  
Administrative Materials with no Retention Value) ......................... GS 50001 
Travel Authorizations ................................................................. GS 07002 
Travel Credit Cards, Reports for Individual Employee .................... GS 01017 
Travel Expense Payment (Vendor Payment Files)......................... GS 01004 
Travel Expense Vouchers........................................................... GS 07001 
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Travel Records ......................................................................... GS 07 
Treasury Accounting System Reports (MTR) ................................ GS 02005 
Treasury Accounting System Reports (TAS)................................. GS 01001 
Tuition Reimbursement .............................................................. GS 03013 
 

-U- 
 
Union Contracts, Labor .............................................................. GS 09015 
Union Relations Files, Labor ....................................................... GS 09014 
Unsubstantiated Complaints (Personnel Complaints, Exonerated)... GS 03006 
Unsuccessful Bids File............................................................... GS 06007 
Usage Files, Network ................................................................. GS 14032 
User Access Files, System ......................................................... GS 14012 
User Manuals (System Documentation) ....................................... GS 14008 
 

-V- 
 
Vacancies (Position Files) .......................................................... GS 03010 
Valid Transaction Files............................................................... GS 14018 
Vehicle Maintenance and Repair Records, Motor .......................... GS 16007 
Vehicle Rentals  
(Contracts for Purchases, Services, Leases or Rentals) ................. GS 01050 
Vehicle Usage Report, State....................................................... GS 07003 
Vendor Bonds ........................................................................... GS 06006 
Vendor Payment Files ................................................................ GS 01004 
Vendor Remittance Advisories (Vendor Payment Files).................. GS 01004 
Visual Resources, Graphics and ................................................. GS 15007 
Voice Mail (Telecommunications Service & Order Requests).......... GS 08001 
Volunteer Files.......................................................................... GS 03017 
Voucher Distribution Registers (Vendor Payment Files) ................. GS 01004 
Vouchers (Warrant Register Summary)........................................ GS 01001 
Vouchers, Journal ..................................................................... GS 01006 
 

-W- 
 
WACs (Rules & Regulations, WA. Administrative Code) ................. GS 10009 
Wages, Quarterly Report of ........................................................ GS 01064 
Warrant Register - Detail ........................................................... GS 01002 
Warrant Register Summary ........................................................ GS 01001 
Warrant Register, Claims ........................................................... GS 01003 
Warrant Registers (Vendor Payment Files) .................................. GS 01004 
Warranties (Equipment Maintenance and Repair Records) ............. GS 16006 
Water Rights Acquired by the State ............................................. GS 24007 
Website Records ....................................................................... Appendix B 
Weekly Reports (WWP, WZOTHER) ........................................... GS 02004 
Whistleblower Investigative Reports ............................................ GS 04004 
Wiring Schematics (Network Implementation Project Files)............. GS 14034 
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Women and Minority Enterprise 
(DRS-Disbursement Report System Reports) ............................... GS 02009 
Work or Intermediate Files.......................................................... GS 14017 
Work Order Files and Logs, Facility Maintenance.......................... GS 21002 
Working Files, Budget Preparation .............................................. GS 01040 
Working Papers and Reports, Internal Audits................................ GS 04001 
Writings, Speeches and ............................................................. GS 10006 
 

-X- 
 

 
-Y- 

 
Year 2000 Project Files .............................................................. GS 14035 
Year-To-Date Payroll Register .................................................... GS 01063 
 

-Z- 
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GGGLLLOOOSSSSSSAAARRRYYY   

 
ACCESSION 
§ The act and procedures involved in a transfer of legal title 

and the taking of records or papers into the physical 
custody of an archival agency.   

§ The materials involved in such a transfer of custody.  
 
ACTIVE RECORDS 
Records that are referenced more than once per month per 
file drawer are considered active.  Active records should be 
maintained in the office.  
 
ADMINISTRATIVE FILES  
Records documenting the operation, management, and 
administration of an office; usually distinguished from 
program records that relate to the office's primary function. 
 
ADMINISTRATIVE VALUE 
The usefulness of a specific records series for the 
administration of current or future business. 
 
ALPHABETICAL FILING 
Arrangement of records according to the alphabet; used mainly 
for files referred to by name or topic.  
 
ARCHIVES 
§ The records, which have passed their retention 

requirement, that are transferred to archival custody and 
preserved because of their continuing historical research 
value. 

§ The agency responsible for selecting, preserving, and 
providing public access to archival records. 

§ The building in which archival records are preserved and 
referenced. 

 
CASE FILES 
 See Project Files  

 
CD- ROM -  
See Compact Disk, or Read-Only Memory 
 
CENTRALIZED FILES 
The files of several offices or organizational units physically or 
functionally that are centralized and supervised in one location. 
 
CHRONOLOGICAL FILING 
Arrangement of records according to date.  
 
CODING 
Marking a file code on a document prior to filing.  
 
COMPACT DISK 
A machine-readable medium used to reproduce records 
for rapid retrieval..  
 
CONVENIENCE FILES 
Extra copies of records created and kept for quick reference.  

CORRESPONDENCE 
Any format of information that is an addressed, written 
communication to or from an agency or its employees. 
 
CUSTODY (OF RECORDS) 
The guardianship of records that includes both physical 
possession and legal title. 
 
CUT-OFF 
The termination of files at regular intervals to permit their 
transfer, retirement, or disposal in complete blocks.  Under this 
process, a file is terminated regularly at the end of a specified 
period of time or event, and a new file established. 
 
DECENTRALIZED FILES 
Files that are created, used, maintained and controlled in or near 
the office of record. 
 
DISPOSITION 
Any manner or method of changing the custody, location, or 
physical state of records.  Includes transfer, microfilming, 
duplication and destruction. 
 
DISPOSITION AUTHORITY NUMBER (DAN) 
The control numbers assigned to records retention schedules 
and general records retention schedules approved by the State  
Records Committee. 
 
ELECTRONIC RECORDS 
Records created and/or stored by electronic means, usually on 
computer systems.  
 
ESSENTIAL (VITAL) RECORDS 
Records essential to:   
§ Protect the legal rights of clients, property owners, 

students and other citizens; 
§ The resumption and/or continuation of agency operations;   
§ The re-creation of the legal and financial status of the 

agency; or  
§ The fulfillment of obligations to local, state, and federal 

governments and outside interests. 
 
FILE CLASSIFICATION 
See Primary and Secondary 
 
FILE PLAN 
A listing of all records series held at each file station, including 
retention periods, file codes, methods of filing, and disposition 
instructions. 
 
FISCAL VALUE 
The usefulness of a specific records series for the 
documentation of an agency's financial transactions and 
obligations. 
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GENERAL RECORDS RETENTION 
SCHEDULE 
A schedule, listing and assigning minimum retention periods to 
individual records series, which is approved for all state 
government agencies, or particular types of agencies, by the 
State Records Committee.  General records retention schedules 
provide the agencies they cover with continuing blanket 
authority for the disposition of commonly held records 
according to their assigned retention periods.  
 
GEOGRAPHICAL FILING 
Arrangement of records according to geographical area, 
alphabetically. 
 
GUIDE 
A card or tab divider used in filing systems to identify sections 
and/or sub-sections of the file.  Guides provide physical support 
and aid in filing and finding individual records. 
 
HISTORICAL VALUE 
The usefulness of a specific records series for historical 
research.  Typically, 1% to 5% of an agency's total records have 
historical value.  
 
IMAGING 
The act of reproducing records on digital, or micrographic 
media.  
 
INACTIVE RECORDS  
Records with a reference rate of less than one search per file 
drawer per month.  Such records may be transferred to an 
inactive records storage center. 
 
INVENTORY 
1) A descriptive listing of records series held by an office or file 
station, including such data as title, inclusive dates, quantity, 
arrangement, relationships to other series, and description of 
significant. 
Subject content; 2.)  A survey of records conducted prior to 
disposition or the development of a records retention schedule.  
 
LEGAL VALUE 
The usefulness of specific records series as documentation of an 
agency's legally enforceable rights and obligations. 
 
MACHINE- READABLE RECORDS 
See Electronic Records and Optical Disc 
 
MATERIAL WITH NO RET ENTION VALUE 
Material that does not need to be filed or that may be destroyed 
after a short retention.  This includes drafts, worksheets,  
telephone messages, blank forms, publications, and extra copies 
of documents created for convenience or public distribution.  
 
MICROFILM 
A high-resolution photographic film used to record reduced-size 
images from original records.  The act of recording 
microphotographs on film. 
 
NUMERICAL FILING 
Arrangement of records in sequence according to document 
number. 

OFM (OFFICE FILES AND MEMORANDA) 
A public records classification provided by RCW 40.14 that 
identifies records that have purely administrative value. 
 
OPR (Official Public Record) 
A public records classification provided by RCW 40.14 that 
identifies records that have significant legal or fiscal value.  
 
OPTICAL DISK 
A machine-readable medium used to reproduce records for 
rapid retrieval. 
 
OUT- CARD 
A guide card used to indicate that records have been taken from 
the file.  Identifies the specific item/file, date, and name of the 
person temporarily holding the record with an "out-card." 
 
PERMANENT RECORDS  
Records that have sufficient legal, fiscal, and/or historical value, 
to be retained forever. 
 
PRIMARY FILING CLASSIFICATION 
The most general category under which records can be sorted 
and arranged for filing.  Primary filing classifications should be 
defined by the function and retention requirements. 
 
PRIMARY RECORD COPY 
The original or official copy of a records series. 
 
PROGRAM LEVEL RECORDS 
Records which are complied as direct documentation of the 
program, as opposed to records created during the course of 
administering the program.  Example:  correspondence, 
subject files, policy statements and planning records 
documenting the operation.  
 
PROJECT (CASE) FILES 
Groups of documents that pertain to a particular acti on, event, 
person, or place.  May consist of correspondence, form records, 
memoranda, reports, or a combination of such records. 
 
PROPRIETARY RECORDS 
Records containing information of a confidential or highly 
sensitive nature requiring destruction by shredding, to eliminate 
the possibility of illegal or undesirable disclosure.  
 
PUBLIC RECORD 
See Records 
 
PURGING 
See Screening 
 
READ- ONLY MEMORY (ROM) 
Electronic record storage systems that allow for research or 
"reading" access but protect the record from additional entries 
or alterations. 
 
READING (DAY) FILE 
A file of extra copies of outgoing correspondence arranged in 
chronological order.  
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RECORDS 
Papers (reports, correspondence, legal documents, etc.), 
photographs, magnetic tape, microfilm, sound recordings, 
maps, drawings, or other documents, regardless of physical 
form or characteristics, and including all copies thereof, either 
organized or received by an institution.  
 
RECORDS CENTER 
A low-cost facility for the organized and controlled storage, 
maintenance, retrieval, and disposition of inactive or non-
current records. 
 
RECORDS COORDINATOR 
Assistant Records Officer 
 
RECORDS MANAGEMENT 
The management function concerned with the efficient, 
systematic control of records from their creation to their 
ultimate disposition. 
 
RECORDS OFFICER 
The individual responsible for an agency's records management 
procedures, including retention scheduling, files organization, 
records storage, and destruction. 
 
RECORDS RETENTION SCHEDULE 
A schedule, listing and assigning minimum retention periods to 
individual records series, which is approved for a specific 
agency by the State  Records Committee.  A records retention 
schedule provides the agency for which it is approved 
continuing records disposition authority. 
 
RECORDS SERIES 
A group of records, performing a specific function, which is 
used as a unit, filed as a unit and may be transferred or 
destroyed as a unit.  A records series may consist of a single 
type of form or a number of different types of documents that 
are filed together to document a specific function. 
 
REFERENCE FILES 
Publications, books, periodicals, catalogs, bulletins, reports, 
maps, theses, tapes, films, photographs, and other materials that 
are needed as informational resources but are not part of the 
main body of files. 
 
RETENTION PERIOD 
The minimum amount of time required for the retention of 
a records series on a records retention schedule or general 
records retention schedule approved by the State Records 
Committee.  
 
ROM 
See Read-Only Memory 
 

SCREENING 
Removal of individual papers or folders from a group of 
records, usually to permit disposal of parts of the file, and 
retention or transfer of the rest.  Also known as purging or 
weeding.  
 
SECONDARY FILING CLASSIFICATION 
The second most general class of filing category under which 
records can be sorted or arranged for filing; subsidiary to 
primary classification.  
 
STATE RECORDS COMMITTEE 
The body established by the Public Records Act, RCW 
40.14.070, to review and approve schedules for the 
retention and disposition of all state government records.  It 
includes the State Archivist and one representative each 
from the Offices of the State Attorney General, State 
Auditor, and Financial Management. 
 
SUBJECT FILE 
A file in which documents are arranged alphabetically by 
general subject or topic.  
 
SUSPENSE FILE 
A file in which documents are arranged chronologically by a 
future date of recall, to remind the user of future tasks and 
events.  Also known as a tickler file. 
 
TICKLER FILE  
See Suspense File 
 
TRANSACTIONAL FILES 
Records documenting the unique daily transactions or activities 
of an office that distinguish its primary functions. 
 
TRANSITORY FILE 
A file of routine correspondence and other records with short-
term value.  Its retention period is limited to the interval 
required for completion of specific actions covered by 
individual pieces of correspondence.  
 
TRANSMITTAL 
Documentation authorizing the disposal, transfers to inactive 
storage, or transfer to archival storage of public records. 
 
VITAL RECORDS 
See Essential Records 
 
WORKING FILE 
A file of rough notes, calculations, or preliminary drafts that are 
assembled and used in the preparation or analysis of other 
documents; usually retained in desk files or filed separately until 
project completion.
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AAAPPPPPPEEENNNDDDIIIXXX   AAA   –––   RRREEECCCOOORRRDDDIIINNNGGGSSS   OOOFFF   MMMEEEEEETTTIIINNNGGG   MMMIIINNNUUUTTTEEESSS      

Stenographic notes or tapes do not constitute the official minutes of a public meeting.  
They must be transcribed, recorded, and adopted by the governing body at the next 
public meeting to become official minutes.2 Once transcribed, the stenographic notes 
and tapes become the preliminary drafts and can be destroyed per the State General 
Schedule, Section 50.  NOTE: The State Records Committee recommends that 
transcribed stenographic notes and tapes of open public meetings be retained for three 
months following adoption of the official meeting minutes. This time frame allows them 
to serve as backup documentation for any challenges that might be received regarding 
the minutes.  
 
If a challenge does occur, the stenographic notes or tapes become part of the 
documentation regarding the challenge and will need to be maintained for the retention 
of the entire file.  
 
Media recordings other than hard copy may be adopted as the official meeting 
minutes.  Appropriate handling and storage of these media must occur to assure the 
retention of the information for the duration of the records series retention.  If the 
meeting minutes are designated as “archival,” contact David Hastings (753-1801) at the 
Division of Archives and Records Manageme nt for an analysis of the specific situation. 
 
 
 

                                        
2 Based on AGLO 1972 No. 19 
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AAAPPPPPPEEENNNDDDIIIXXX   BBB   –––   WWWEEEBBBSSSIIITTTEEE   RRREEECCCOOORRRDDDSSS   

The following information is taken from several sources, including: National Historical 
Publications and Records Commissions (NHPRC) website; and the National Archives of 
Australia's (NAA) publications:  Archiving Web Resources - Guidelines and Archiving 
Web Resources - Policy.  (For more complete and up- to-date information, check the 
following websites: http://www.nara.gov/records/index.html and 
http://istweb.syr.edu/~mcclure/nhprc/nhprc_chpt_1.html or 
http://www.naa.gov.au/recordkeeping/er/web_records/guide_intro.html - websites URLs 
were current as of 8/2001. 
 
Every state agency is accountable for resources delivered or made available over its 
public websites.  Agencies use websites to publish information, give advice and 
instructions, and facilitate the provision of products and services. They create 
interaction between an agency and its clients or customers. It is vital that agencies 
establish policies, procedures and systems that ensure that full and accurate records of 
web-based activity are created and retained.  
  
Websites contain and also generate public records that should be maintained to meet 
any legal obligations for evidence of present and past positions, advice, guidance, 
transactions or instructions on particular matters it delivers. These records must be 
authentic, reliable, accurate, and provide durable evidence of web-based activity. These 
same public records need to be inventoried and included on approved agency records 
retention schedules which provide authority for the retention and destruction or transfer 
of such records. 
 
Website records document both the structure and the public face of the agency.  
Consequently, some of these records will have historical value and need to be 
transferred to the State Archives at the end of their retention periods. 
 
It is recommended that the policies and procedures directives be developed, 
maintained, and updated regularly by a team comprised of records management staff, 
website administrators, and information technology staff.  This combination of expertise 
will help the agency keep abreast with the dramatically and rapidly changing 
technologies, tools, formats and applications developed for website administration.  
Records that document the processes involved in planning, designing, producing and 
maintaining web resources should be captured and retained. Any changes to websites 
need to be tracked and recorded.  These required decisions can only be made within 
each agency based on the context of a particular website. 
 
Each agency should assess the business risk it faces in maintaining an online 
presence.  The level of risk depends both on the nature of an agency's business and its 
public profile.  The assessment should be used to guide the agency's retention of the 
public records created for or by its website. Periodic assessments should be made to 
insure that changes to the risk be reflected in the management of the records.   
 

Field Code Changed

Field Code Changed
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Some public records placed on websites already exist in a formal record keeping 
system.  However, website content is increasingly being created for placement directly 
on websites.  Agencies need to have procedures in place to capture these public 
records along with sufficient metadata documenting the content, context and structure 
of the records and thei r placement on the website.   
 
Websites that are used as a means of conducting official business between agencies 
and its clients or customers need to capture and retain individual records into an 
established record keeping system. The system should help guarantee the authenticity, 
reliability and accessibility of the records.  Without legally sustainable evidence that the 
record is authentic, a court of law may not admit the record into evidence. These sites 
are likely to also require the creation and capture of other records relating to site 
security, such as audit logs, which track use of the site.   
 
Any log tracking changes to websites must have sufficient metadata to interpret the log 
over time.  This metadata must remain useable as long as the associated information is 
retained.)  Use appropriate log analysis software, as raw log files are confusing and 
often difficult to decipher.  Most logs of website transactions will contain personal 
information about the user.  The Governor's Executive Order 00-03 limits the collection 
of personal information "to that reasonably necessary for purposes of program 
implementation, authentication of identity, security, and other legally appropriate agency 
operations."   
 
The NAA suggests various approaches to capturing web-based resources and activity.  
These could be either an object-driven or event-driven strategy. An object-driven 
strategy may include periodic snapshots of the website, its data objects and the 
associated metadata.  An event -driven strategy would involve capturing transactions 
that occur between the website and the user and keeping track of the website changes 
to enable its full reconstruction at any given date.  Often a combination of these two 
approaches is needed to preserve a complete record of the website and its activity.  
 
A relatively static website comprised of simple documents with low interactivity will have 
different requirements for maintenance than complex web-based documents or a highly 
interactive website. 
 
To determine the best strategy for maintaining records of web-based activity, the 
agency needs to perform an assessment of each of its websites and the type of 
activities occurring at the sites. Does the website simply offer information or are 
business transactions performed, or do both occur?  How complex and diverse are the 
web-based activities?  How frequently does the website change?  What is the risk of the 
website information being challenged?  What are the recordkeeping requirements for 
the information posted or created by the website?  Can the agency's technological 
environment support the record keeping needs of the website records?  Does the 
agency have the necessary resources? 
 
Maintaining captured web-based records over time should include: ensuring that 
records are stored in widely accepted, technology -neutral storage and data interchange 
formats such as XHTML; maintaining master sets in different locations (and in two 
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different formats where appropriate); refreshing the media regularly; and performing 
random spot checks to monitor functionality and integrity of the records.  Any loss of 
functionality, content or appearance that occurs as a result of reformatting or migration 
should be fully documented.  
 
Agencies may already be creating back-ups of the website as part of normal disaster 
recovery strategies.  Back-ups are regularly overwritten and are not useful for record 
keeping purposes. 
 
Websites are commonly used tools and are becoming more complex as technology 
advances.  Agencies have a responsibility to citizens of the state of Washington to 
capture, maintain, and properly dispose of or transfer all public records of their agency.  
It is vitally important that this includes those public records that reside on or are 
generated by agency websites.   
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AAAPPPPPPEEENNNDDDIIIXXX   CCC   ---   EEELLLEEECCCTTTRRROOONNNIIICCC   MMMAAAIIILLL   (((EEE---MMMAAAIIILLL)))   

Electronic mail is primarily a communication system. E-mail messages may constitute 
public records under Chapter 40.14RCW with legally mandated retention requirements, 
or may be information with no retention value. E-mail messages are public records 
when they are created or received in the transaction of public business and retained as 
evidence of official policies, actions, decisions or transactions. E-mail that has other 
valuable informational content relating to state business is also a public record. E-mail 
messages that are public records must be identified, scheduled and retained just like 
records in other formats. 
 
In determining the proper length of retention for messages and attachments sent or 
received electronically, consider eac h message just as if it was conveyed on paper.  All 
e-mail messages cannot be considered to have equal retention value, but must be 
managed individually according to the approved retention for the information. 
 
Currently few e-mail systems are designed to categorize and retain information.  Public 
records should be retained in e-mail format only as long as they are being worked on or 
distributed.  To assure appropriate management of public records with assigned 
retention periods generated or received through an e-mail system, transfer messages to 
paper, disk, or PC hard drive and file and retain according to the legal retention required 
for the informational content of each message.   
 
Samples:  Electronic Mail (E-Mail) messages that are usually public records 
and must meet records retention requirements before being destroyed. 

• Policy and Procedure Directives  
• Correspondence or memoranda related to official public business 
• Agenda and minutes of meetings 
• Documents related to legal or audit issues 
• Messages which document agency actions, decisions, operations and 

responsibilities 
• Documents that initiate, authorize or complete a business transaction 
• Drafts of documents that are circulated for comment or approval 
• Final reports or recommendations 
• Appointment calendars 
• E-Mail distribution lists 
• Routine information requests 
• Other messages sent or received that relate to the transaction of state 

government business    
 


